Actual Expense Lodging

Introduction

Computation
for AELP/
Super AELP

This guide provides the procedures for using Actual Expense Lodging
travel claim in TPAX.

Computation for AELP:
(Lodging Rate + M&IE Rate) X 150%M&IE Rate = AELP Limit(round
to nearest dollar).

Example: ($110.00 + $59.00 = $169.00) X 1.559.00 = 194.50.
AELP Limit = $195.00 (rounded to nearest dollar).

Computation for Super AELP:
(Lodging Rate + M&IE Rate) X 300%M&IE Rate = Super AELP Limit
(round to nearest dollar).

Example: ($110.00 + $59.00 = $169.00)3« $59.00 =448.00
AELP Limit = $448.00(rounded to nearest dollar).

Continued on next page



Actual Expense Lodging, Continued

Procedure See below.

Step Action
1 In this example, we will be getting $110.00 per diem for lodging and our roo
will cost $140.00 a night.

A TRAVEL REAL ESTATE ACQUISITION TECHNOLOGY POLICY & ABOUT US
GSA REGULATIONS

ome >

Applies for all locations without
Standard Rate b g $91 $91 $91 So1  S91 $91 S91 91 S91 $91 $91 $91  $51
specified rates

Andover Essex $114 $114 $114 S114 S$114 $114 S114 $114 S114 S114 $114 S114 $59
Boston / Cambridge Suffolk, city of Cambridge $296 204 $204 $204 5204 S$204 S275 $275 $275 $262 $262 $296 $69
) Middlesex less the city of
Burlington / Wobum X $147 5147 S$147 S147 S$147 S147 S147 S147 S147 $147 S$147 $147 $64
Cambridge
Falmouth City limits of Falmouth $146 $107 $107 $107 S$107 $107 $107 S151 S$151 $242 $242 5146 $64
5 Barnstable less the city of
Hyannis $105 $105 $105 $105 $105 $105 $105 $105 $105 $165 $165 $105 $64
Falmouth
Martha's Vineyard Dukes $130 5130 $130 S$130 $130 $130 $130 S$130 $290 $290 $290 $290 $74
Nantucket Nantucket $162 $162 $162 $131 $131 $131 $131 $131 $294 $294 $294 $162 $74
Northampton Hampshire $110 S110 S$110 S$110 $110 S$110 $110 S$110 $110 $110 $110 $110 $64
Pittsfield Berkshire $126 $126 $126 $126 $126 $126 $126 $126 $126 $126 $126 $126 $64
Pl th / Taunton / N
o e Plymouth / Bristol $113 S113 $113 $113 $113 $113 S113 $113 $113 113 $113 $113  $59
Bedford
Quincy Norfolk $160 $136 $136 S$136 $136 $136 $136 $160 $160 $160 $160 $160  $59
Springfield Hampden $110 $110 $110 $110 $110 $110 $110 $110 $110 $110 $110 $110 $59
Worcester Worcester $118 S118 $118 S$118 $118 S$118 S$118 S118 $118 $118 $118 $118 $59

The special rate you selected is not available for the dates you requested.

Please Note — Sections of I-91 in Massachusetts are under construction. Work could affect exit/entrance ramps and partsof | Edit Your Search

2 * OImy dates are flexible
Check in Check out
Marriott Rewards Advance Purchase Offer, prepay in full, non-refundable if cancelled more 031317 | | o3nenny  EE

than 1 day after booking, no changes, see Rate details

R Guest
<) MEMBER RATES Not a Member? Not a problem. You can join for freg while you book Ziis eshy/jocem

1

1

Guest room, 1 King or 2 Double 140 uvsosmgn: NEVARDS
5 The rate for this room changes on 03/17/17 to 193 (USD) per night 958 total Lt
se Rewards points Whats ths?
S Ratedetalls  Room details Select
| Rewards number

Advance Purchase rate, prepay in full, non-refundable if cancelled more than 1 day after

booking, no changes SPECIAL RATES

(proof of eligibilty required at check-in)
Guest room, 1 King or 2 Double 143 uSO/right

: Onone
2 The rate for this room changes on 03/17/17 to 209 (USD) per night 990 total
Oaaa/can
[ S Ratedetails  Room details Select
) O senior Discount
@ Government & Military
Marriott Rewards Member Rate O corporate/promotional code
<) MEMBER RATES Not a Member? Not a problem. You can join for free while you book OGroup code
Guest room, 1 King or 2 Double 156 Uso/night About special rates
s The rate for this room changes on 03/17/17 to 199 (USD) per night 1,022 total m
T——— Advanced search options

Continued on next page



Actual Expense Lodging, Continued

Procedure,
continued
Step Action
2 Log into TPAX and select the TONO. Fraime Description talxlick Next.
SHGENNT; MAH Travel Order View: Traveler
* Grade/Rank " Qrder Mumbers): * Type of Order.
[ [¥] [fi7sisPerA3an0 [Fianral

Descripion  What's Authorized  Remarks

* Issue Date [rezorr  d

* Begin Date [irezor &

" Purpose of Trip
Trip Mames |
=suing Orgarization [7e47400
Paying Organization [reaTa00
Group Trowel :|
Funds | Coast Guard

MHurmber of Days 5
" End Dete G120 T i
[+
Sawve Cancel | | Help ‘

Continued on next page



Actual Expense Lodging, Continued

Procedure
continued
Step Action
3 Select appropriate Quarters, Mode of Transportation, and any Miscellaneou

boxes that are authorized. Select Commercial (full locality per diemAetudl
Expense Lodging Plus (150%j)n the Messing section. Clidkext.

SERGEANT, MARINE

" Grade/Rank:

Travel Order

Owder Mumber(s)

E w I'I 117515PPPA32000
Descriplion  What's Authorized  Remarks
Quarters Mesasing

View: Traveler

* Type of Order

[ Government (Use Directed)
[ contract Quasters

E Commercial Lodging

[ pust Logging

[ b Lodging Required

D Government Rate (Military Onily)
[ess is Directed for ALL three meals
D Proportional Rate
[Creduced per diern (Ml )

FRed. Per Diem
0

[J Govemment Rate for Essential Meals

Commesial {full locality per diem) Red

[ Reduced Per Diem Authorized (Giv)

o Per Diem Authorized (Civ )
pal Expense
Actusl Expense Lodging Plus (300%)

—

Per Diem

D Conference Per Diem (125%)

I M actual Expense Lodging Plus (153%,-'

Mode of Tranaportation

—
Miscellanecus

M Gommercial Camier

D 3ov't Procured Transportation

Govt Owned Conveyance:

e —

[ omeial comm Fees

[ Lsave Authorized

Hum Excess Bags: [0

[ one phoneigay
|_|.=erwel Phane NTE 0

[Jvaristions Authorizea

Priv, Dwned Conveyance Nons E[
E Registration Fee D Conference Fes O Taud Infaround
Oeovis moee advanisgeous PO not to exceed GTR of [0_
to the Gov't IJ— [ Remain Cvermight for
RON Leeation:  [Zlick to enter FEON Locason
M riental car Rental Upgrade: None -
| Back ‘ I Mext I | Save: | | Cancel | | Help |

NOTE: Do not select the box fékctual Expense This is for specific
circumstances and choosing this option will remove all Meal and Incidental
(M&I) entitlements.
NOTE: Super Actual Expense Lodging Plus (300%is not used because it is
not found on the Methodf &®eimbursement drop down in the next step.

Continued on next page



Actual Expense Lodging, Continued

Procedure,
continued

Step

Action

4

On the kinerary pagethe Method of Reimbursementdefaults to LDPLodging

Plus and this shoulalwaysbe changed

SERGEANT, MARINE i View:  Traveler
TONO: 1117545PPPA3S000 Itinerary
Trans Duty Local?
mﬁ|||.1“:ﬂﬂ'll‘l|n |h||D|.|"“|]m|m| AE% Lodging Taxes Miles ||
Deperture Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
Flatte City. MO Piatie s Local LDP - Lodging Plus v 0
DUB2017 L) L I B
Method of Transportation: g T
MDuwypay  |CP- Commercial Plane I3 Lot -
ging Type: |
Enival Location (chck 1o eait) [c - Comm1 Girs Incidental Expense Full  [»]
Arrival Date: [Epringfield. MA_Hamoden
[FirernTT x| Reasen for Stop: -
|0 - Temporary Duty s Type:
] Duty Day ICM - Commercial Meals Miles: .
Accept Leg ‘ | Cancel Changes ‘
d Le

In the droﬁownALWAYS chooseAELP i Actual ExBense Allow Lodgin% Plus

D'lf] ¢y @ tenerary xl l
lis... ME Pay.gov -Home ] TPAX testng Oooé
CEFP . Corps of Eng Flcating Flant
CONF - Conference (125% inc for lodging)
FO - Fieid Duty
FFLY - Fist Rate Full Long Term TDY
SERGEANT, MARINE mmy FLED - Flat Per Diemn Traveler
TONO: 1117516PPPATI000 FMLT - Flat Rate MIE Long Term TOY
GRP . Group Trawel
GS « Government Ship o
= o 7 G3PD - Government Ship at POS =
— 2 - - 3 ILPP - LDP Lodging Phus ILPP
] INP . Inpatiant i Hosplisl -
= INPO . Inpatiart Outside of Hospital
Dete Departure Location (cick to edt) LDGO - No Pee DiemiLi r ved Daidy Lag Cost
- w [t Cay MO Plame ] || Elsvroca 0
|owneRot? =S NOPD - No Per Dism
Method of Transportation RadP. Redu:ed Foeg D T
— = ol H- et
KMowyosy  [CP-Commercial Plane =2 w-slw.mmzy s —
SP - Shore Patrol
Artival LotaBon (Chck 1 i) UND - UN Peace Keeprp
Atival Date [Epnrghess WA Hampden ]
[Finezomr 28 Reescn for Stop:
|70 - Teempoenry Duty v Meais Type
& outy Doy | CM - Commesrzial Moals ~] M,T
emtog | [ comtmeom |

Continued on next page



Actual Expense Lodging, Continued

Procedure,
continued

Step

Action

6

The AE % boxappears and defaults to 1&hterthe Daily Lodging Costand

thelLodging Tax from the hotel site or receipt

SERGEANT, MARINE i View:  Traveler
TONO: 1117515PPPA39000 Itl nerary
Trans Duty Local?
m.|| Location |n | Dw|.m|" | Lodging |nm- AE% Lodging Taxes Miles |
Departure Location (click to edit) Method of Reimbursement Daily Ldg Cost
Departure Date =
[GiremaTT 2 e I || Bistosal [4ELP - Actusl Expense Allow Lodging Plus_[v]
Method of Transportation: ]
AE %: Lodging Tax:
Mouwypay  [CP-Commercial Plane E % 150 :
Lodging Type: I 0.00 I
Amival Location (chck to et | c@ - Commi1 Qtrs Incidental Expense Full
Amival Date: Springfield. MA. Hampden
Diri6r017 e Reason for Stop:
| T - Temporary Duty ] Meals Type:
Mouty Dy [ M - Commercial Meals Miles:
0
Accept Leg ‘ ‘ Cancel Changes

Finish theclaimitinerary and seledhccept Leg

SERGEANT, MARINE i View:  Traveler
TONO: 1117515PPPA39000 Iti nerary
Trans |Duty Local?
Date Location B IJwI)L“IILotlulnglleall AE% Ledging Taxes Miles
1Merm7 | DEP Plstte City, MO, Platte ce |H& o
111672017 | ARR Springfield, MA, Hampden ™ @ AELP | CQ | €M [Cooo 1o ]
tion (click to edi Method of Rei t i
Departure Date Dse;rliaﬂ::dw';i :na(c we;oedrt) B toca lethod of Reimbursemen = Dle Logﬂ(:os:
iy [prngfield MA Hampden | s Lot v
[p1r202017 | I
Method of Transportation: Lodghng Tax
O Duty Day |cP - Commercial Plane '—
Lodging Type: 0
Amival Location (chck fo edit) I EI
Amival Date Platte Gity. MO. Plstte
0172072077 i Reasen for Stop
Meals Type:
U outy Day [cm - Commercial Meals =] || Mies:
0
I Accept Leg I ‘ Cancel Changes ‘

Continued on next page



Actual Expense Lodging, Continued

Procedure,
continued
Step Action
8 Click Accept Changes
SERGEANT, MARINE View:  Traveler
TONO: 1117515PPPA39000 Itinerary -
Date Location |Hm m 0L Il'-|°w°|'| Lodging |Meals|  AE% Lodging Taxes Miles
11162017 | DEP Flatte City, MO, Flatie cr | o Edit | oy
11672017 | ARR Springfield, MA, Hampden ™ |3 sELP | Ca | om | [380][4000 ][00 ] 0 ] Insert| %
1205017 |ARR| Fiot Gy MO Pare | W& | O O | we | oo oo e O L

I Accept Changes I | Cancel Changes ‘ ‘ Help

On the ltinerary tallick Accept Changes

- View:  Traveler
SERGEANT, MARINE Temporary Duty Trip
: J1MeR2017
TONO: [ 1117515PPPA39000 | Proceed Date:
Number of Days: ] 5
Type of order: | Normal | End Date: [1/2022017
What's Authorized Itinerary Reimbursables
Duration of travel: |Greater than or equal to 24 hours|[v |
Trans |Duty Local?
Date Location R leDl_ "ullodymm‘ls AE% Lodging Taxes Miles
11e017 |pEp|  Plafe City cr | & 0
1MBR017 |ARR | goom el ™ |@ AELP ca CM | [ 150 [ 74000 |[ 000 [0 |
Springfield, ... |:|
1202017 | DEP . cP
Platte City,
1202017 | ARR MISSOLIIII;I MC O O NLG [0 J[ooo [ 000 J[_ 0 ]
‘ Back H Next ‘ ‘Exoepﬁons ” Occasionalsl I Accept Changes ” Cancel ” Help

Continued on next page



Actual Expense Lodging, Continued

Procedure
continued
Step Action
10 | This is important. Always click on theCALCS part of the Trip to verify that the

amounts are covered.

SERGEANT, MARINE View: Traveler
TONO: 1117515PPPA39000 sememem RequeSt

Type of order: | Normal | Coveredfrom: [__1/6/2017 | +to: | 1/202017 |
Type of Settlement |Final Type of Partial: |Not a Partia [v]
Remit To Transactions Enutlemenu ": Computations Financial Remarks

Travel Not Performed: []

Entitlement Type Dates Encompassed Status
Edit | Temporary Duty Trip 162071202017 “alidated Data Delete |Calcs | Comp
Temporary Duty Trip [v] l <= Add This Entitlement ‘
| Back H Next ‘ Manage Images ‘ Receipts l ‘ SAVE ‘ ‘ Cancel I ‘ Help ‘

11

We see that thRoom rate falls under tI#195.00 cap for the 150% lodging rate
and that the taxes are also covered.

NOTE: If the lodging amount exceeds the0%, The AE% can be
adjusted/edited, but not to exceed the 300% government limit.




